INDUSTRY PORTAL
STEP-BY-STEP GUIDE

SUBMIT POST APPROVAL AMENDMENT
FOR ALL WORK TYPES

The following Step-by-Step Guide will outline the steps applicable to
complete the Post Approval Amendment in DOB NOW: Build.

The examples shown and used in this Step-by-Step Guide are specific
to Post Approval Amendment.
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Guidelines

Post Approval Amendment

1. Post-Approval Amendment filings can be initiated on a given initial or a subsequent job filing only
after the job filing is approved.

2. Only the user associated with the initial or subsequent job filing can initiate a Post Approval
Amendment filing from the record's select actions on the dashboard.

3. When the PAA is initiated, all the data from the Initial or Subsequent parent filing will be auto
populated on the PAA filing for the user to make changes, upload the required document, make

required payments and submit the post-approval amendment to DOB for review.

ROLES & RESPONSIBILITIES

1. The Applicant of Record can be a Professional Engineer or a Registered

2. The Applicant of Record must attest to the created Job Filing.

3. The Owner must attest to the created Job Filing.

4. The Applicant of Record and the Owner can be the same person.

5. A Delegated Associates (Filing Representative Class Il or Other Licensee) can be added to a Job Filing

and can act on behalf of the Applicant of Record.

For FILING REPRESENTATIVES only

1. Filing Representatives cannot be Applicants of Record (i.e. they cannot submit the Job Filing
Requests). However, they can perform data-entry functions to provide information and upload
documents.

2. Filing Representative cannot attest.
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DOB NOW: Build — Submit Post Approval
Amendment Step-By-Step Guide

In this Step-by-Step Guide, you will learn how to submit a Post Approval Amendment (PAA).
DOB NOW: Build — Submit Post Approval Amendment Step-By-Step Guide............. 3
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DOB NOW: Build — Submit Post Approval
Amendment Step-By-Step Guide

In this Step-by-Step Guide, you will learn how to complete the following steps to submit a PAA:

Step | Action

‘\

@ Note A Post Approval Amendment or PAA allows the user to amend the Scope
of Work within the category of work type on the initial or subsequent filing

/

Post-Approval Amendment filings can be initiated on a given initial or a
subsequent Job Filing, after the Job Filing is approved.

1 Locate the Job Filing
Filter My Jobs -
View Filing Action Job# Filing# Job Type
G Select Action: v 00382063 Pl Alteration
G Calact Actiom: i 00382510 11 Alteration
G Colart Artinn:  w | MO0382509 1 Alteration
2. Select PAA from the drop-down list in the Filing Action Column.
VWiew  Flling Actlon Jobs Fillng® Job Type Flling Type Flling Status
G ol Actior: e | XODIBZ0E3 Alteration  PAA
G | colect Action: | MOO3S

Select Action:  w

Select Action:
Subsequent Filin
gur! iermt! !equesl

Request L2

Reguest Site Safety
Reguest TPP
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Step | Action

3. The Confirm pop-up window with the message “Confirm you want to create a
Post Approval Amendment (PAA) filing.” displays.

Click Yes to proceed with creating the PAA.

Confirm

Confirm you want to create a Post Approval Amendment

(PAA) filing.
B0

4. The filing to create PAA will open.
="

5 Click Save. The PAA job filing number will be created.

Save | [ Preview to File

The Job Filing number generated in the PAA filing is the same as the initial filing’s
job number with P1 added as a suffix. (e.g., X00382510-P1).

Note The Location, Stakeholders and Filing includes section is grayed out.
These fields are NOT editable.
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Step | Action

6. Select the applicable Scope of Work tab (e.g. Foundation).

X00382510-P1 Foundation Scope of Work
Plans/Work (PW1) What material is being included in the scope of work?*
3 Concrete [ steel [Jwood

Zoning Information

[ masonry [ other

Is the propased foundation for a Tower Crane?” Oves @No

Scope of Work

Mechanical Systems Does the foundation work include support of excavation?™

II

Oves @MNo
Structural
Concrete . . .
Please provide the maximum depth of the proposad excavation relative to grade level/praject datum.*
Cost Affidavit (PW3)

Technical Report ~ e (2O
7. Click on all necessary fields, tabs, and drop-down lists to make applicable changes
to the filing.

X00382510-P1 Foundation Scope of Work

Plans/Work (PW1) What material is being included in the scope of work?*

Zoning Information Cencrete []stesl [Jweed

[ masonry [ Other
Is the proposed foundation for a Tower Crane?” y

Foundation F Oves @M

Mechanical Systems Does the foundation werk include support of excavation? Oves @No

Structural

Concrete

Please provide the maximum depth of the proposed excavation relative to grade level/project datum.
Cost Affidavit (PW3)

111 Feet (NAVDS8)
Technical Report v AR
Technical Report
Will dewatering be required for this application?”
(TR1/4/5/5H) g be e PR Oves @No

GnEeiz S £ What class of soil will the foundation bear?*

Test TR2)
esting (TR2) 1 checked -
Concrete Design Mix

)
Nt

Add information to the Cost affidavit and Technical reports as needed.
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Step | Action

3. Select the Statements & Signatures tab.

X00382510-P1 Statements & Signatures

Pl k (PWL,
ans/Work (PW1) Applicant of Record'’s Attestation -

Zoning Information
Owner's Attestation >
Scope of Work v

Foundation
Mechanical Systems
Structural

Concrete

Cost Affidavit (PW3)

Technical Report v
Technical Report
(TRL/4/5/5H)

Concrete Sampling & Testing
(TR2)

Concrete Design Mix (TR3)
Technical Report (TR8) -
Energy Code

Documents

Statements & Signatures.

9. Read all Applicant of Record — Statements and select the checkbox to
electronically sign.

X00382510-P1 Statements & Signatures

Plans/work (PW1)

Zoning Information

Plans/Sketches (PW1)
Scope of Work ~ Falsification of any statement is a misdemeanor and is punishable by 3 fine or imprisonment, or both. It is unlawful to give to 3 city emplayee, or for a city employee
to accept, any benefit, monetary or otherwise, either as a gratuity for properly performing the job or in exchange for special consideration. Violation is punishable by
Foundation imprisonment or fine or both| understand that if | am found after hearing to have knowingly or negligently made a false statement or to have knowingly or
negligently fasificd or allowed to be falsfied any certfcate fom, signed statement, applicafion, eport of certfcation of the correction of 2 violation required under
Mechanical Systems ihe provistons of this code or of 2 rule of any agency, | may ‘be barred from filing further applications or docume: & Department. | prepared or supervised the
preparation of the consiruction documents and specifications herewih submitted and to the best of my knowledge and belief, the construction dacuments and work
Structural shon iherean comply with the provisions of the NYC Adm ve Code and other applicable laws and rules, except as set forth in the accompanying documents
acknowledge that | ave read and complied with all nstructions pertaining o this spplicafion and supplementary schedules submitied. Cluster Development
Statament (7 applicabley | hereby state that all specifiestions relating to this Job are identical t5 thase previously fle under the group lead job number, excapt as
Concrete
specified herein.
Cost Affidavit (PW3) Cost Affidavit (PW3)
Technical Report - I hereby state the information on this form is correct and complete to the best of my knowledge. | understand falsification of any statement is 2 misdemeanor and is

punishable by 2 fine or imprisonment, or both. | also understand it (s unlawful to give to 3 ity employee, or for a city employeé to accept, any benefit, moma
othervise, either 25 a gratuity far properly performing the job of in exchange fof special consideration. Violation is punishable oy mpfisonmment or fine or bt

Technical Report understand that if | ant found after hearing to have knowingly or negligently made a false statement or to have knowingly o negligently falsified or allowed to be
falsified any certificate, form, signed statemment, 3pplication, report of cErtincation of the camedtion of a vioiztion requiréd under thé provisions af this code or of a

(TR1/4/5/5H) rule of any agency, | may be barred from filing further applications or documents with the Depariment.

Concrete Sampling & Testing Technical Report (TR1)

(TR2) | have identified in the Technical Report cTu) essomated wlth thls a;::fllcet\or\ all of the special inspections, progress inspections and tests required for compliance
with NYC Building Code & 1704, 110 and Ar miristrative Code. | hereby certfty that | il vetty that the Specisl Inspection and Approved

Concrete Design Mix (TR3) Agencies engaged by the owner to supervise tre wtrk spe-man havem for which they are requiréd are dcceptable, and further certify that If | determine that they a
ndt acceptable; | will s notify the department

Technical Report (TRS) -

Energy Code n | have personlly reviewed allinformation entered on each of the documents lsted above, | understand and agree that by personally clicking on the box at left | am
electronically signing each dacument listed above and expressing my a the Statements and Signaiures tems for s ther

Statements sbove. | Gnderstand that this electronic signaturt snall Fave the same validity and effect as a signature affxed to each ecimens and St
Documents and | further agree that, an uploaded slectronic im Pe of my signature and professional seal that is part of this application is Pereby appied o tis Signed statement
and each document and statement listed above as if | had persanally signed and sealed these statements and documents by hai

Statements & Signatures. Name Date
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Step | Action

10. Read all Owners — Statements and select the checkbox to electronically sign.

Technical Report (TR1)

Note The Name and the Date fields will auto-populate after the checkbox is
clicked.

Click Save.

11. | A Notification pop-up window with the message “Job filing has been saved.”
displays.

Click OK to close the Notification pop-up window.

MNotification

Jab filing has been saved.
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Step | Action

12. If the Owner type on initial or subsequent filing is not fee exempt, a $100 PAA
Filing fee will be required

Payment Confirmation
a o ) P e 1

=)
Z

Note Continue with the steps under the Preview to File Step-by-Step Guide to
submit the Job Filing.

You have completed the Post Approval Amendment Filing Step-by-Step Guide.
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